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~ MJfigeijTal training or delegation T5ut trustless people 
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Thomas Kuhn 

jMf Yoh;can^tlk yourself out of a problem you behaved yourself into m 
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EeyoSd experience & present reality 
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Independent Will 
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v;y.edge is the basis of all other 
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fiigfi lev4rQUBdrant- II activity 
Enh^Jces .III the Endowments 
Sain insights 
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mm i^iEesario of discomfort like your boss 
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- our surroundings 

influence but do not determine us 

your reactive response to a situation and 
|oactive one in mind 

^ul3a$i^|poRsilgiIity focyoul response ability 
^ie'.opjJosite fe irresponsible 

i You can't change the fruit without changing %e foot ' 
ilopbad consequences & mistakes - 

_ wayJfopredict youj future is to create it - -r- 
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r memory, we are tied to that which is 
live out of our imagination, we are tied to 

people do to us that hurt us. In the most 
Sense it is our closen response to w^t t|iey 
rts us 

o^vgjyeffi^^e cottage to change the things which can 
and~oirghtip be dhanged,'the serenity to accept things 
y^fficS^hnot be changed, and the wisdom to kgow 0|e 
difference 

Best way to make Dreams come true - WAKE UP! 
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Mwegsp »joals - give meaning 
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Most important Habit 
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Proactive choices after evaluating 


iD^apviHi ^change only with a changeless 
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iSifual itfes^ of Gla ractef p wou ll 


\ emulate? 

?®fTifigs.®bPwarif that I feef;are 



IrlowSban Ipse more right brain? 


^'Ex^TOd perspective - obituary 

■^Visualisation & Affi gjjia tion^. ^. 

'"^'TSersonal? positive,present tense,^visual? 
emotional 
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Sdgl^hS japi^l Stimulus to Response 
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s you perspective 

j^ides direction l^.cd^^^pnt to values 

first a pental creation of youi^desired results 


for your life 
"Enables daily progress to long term Goals 
Design alfjuture > Past witijLbaggage 
^Autopilot Sbe* on track everadiyou go 90%-off 
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^‘mmofiicate my visiofS & values 
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not fear anyone on earth 
iall fear only God 
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0 1 -Sliall^ot submit to injustice froiil anyone 
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| Re-examine your motives 

your troubles in the sand 

Wfiaf iie's behiifd lis is Nothing compared to what lies 
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Time Management" is not enough 

J not Schedules 

.3d by Integrity & Principles 

Urgency ^ 
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ML1 igJfeSa programmer, and 2 is write the^ 
i^ograii, jheif 3 is run .the program 

- You pre®e •cj'gator, megtal creation,, the fllji ysifal 
creation 
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Hejpy my life pore. I neveil have time for 



family want more of me 

fa0ih.^flsisybecause I procrastinate and vice-versa 
thSve^ioiwofelfebalance 

There. isTooijj&ch stress - Pu 

There is more to do than there is time for 
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,e they can get More Time 

1 the time there is 

/e thev can Save Time 


is equal for all and you have to spend it 



cairManage Time."' 

-.fforeanoniv. Hanaoe Yourself 
Oxymoron 

eif iiahdgement is what we can do 
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WC- relationships & results - P/P6-: 
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feCjiist t|fngs & time - people more important 
Ijrside out- Mission first 
Ro®.& Goal ojented ; _• 

Pripgitise, organise, balance,, and discipline -G . 
Flas"stfengths of tiepinrst tfttee^without the^weakness 
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- Not 
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Which is more Important - Urgent or Important? 







Urgent 


Not Urgent 
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Important 


- Not 
Important 


•Crises 

•Pressing problems 
•Deadline driven 

•Preparation 
•Prevention 
•Value clarification 
•Planning 
•Empowerment 

•Interruptions 
•Some mail, calls 
•Some meetings 
•Many popular 
activities 

•Busy being busy 

•T rivia 
•Some calls 
•Escape activities 
•Irrelevant mail 
•Excessive TV 
•Games (solitaire) 


Important in Internal and Urgent is External 
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20 - 25 % 

25-30% 

II 

65 - 80 % 

15% 

III 

15 % 

50-60% 

IV 

1 % 

2-3% 


Effective & Typical Organisations 
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Mpimisedy o&f of control 
Shaflow or broken relationships 
-^QuadSapt of Deception 





others for basics 
of Waste & Excess 
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^ipap^mlKes less Quadrant I (7 P's). . - 
^_0Bftivehess^sr efficiency--lj|e relationships 

El^Wrong ‘efficiency means wrong results faster 
■^Effectiveness incrudes effidency and rrot vice versa 

:-lj HI & IV act or us - II we have to act 
-^uadfi^cjlLeadership ©^Productivity & Balance 
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ing can make it go away 

jding time in Quadrant II 

Manajes QuadrarttJ better 
^r^pwnlses Quadra rltTlI 
-T^isses or'Avoids Quadrant IV 

Time saved 1 is 3 to 4 hours a week 
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day is too short - Mission - bigger yes 
S^ieeifigsJj high p|o^ty Ijeffective time 
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- aj&llfe 
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^t^Tiportant'drawer 
^cFmoJogy^(conslHta nts tips) 

“®,a great servant and a horrible faster 
^ases or complicates 
Technology Stress 
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Istrated by the slowness of people or 

or stand in line 
when I take time off work 

befgshihg between places' & 


fetfm a€p^-best wheiTl am handling a crises situation 


- Z-nl-^sstime people will naturally understand, ti Iyaave 
JlSotlisappoilt the®or let things go to, in ofideEto : 
g^andletjihisis 

8.ioS|n,eat lunp]&or other ipea Is while I work 

P5l/vhuge stack j ngpiv out basket at tfee enctoLthe ^lay* 
makes me feel like I have really been productive 
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^methods vs 3 results 




-Consequences 

Planag#nerrt By Objectives - MBO 
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rreel concerned about? 
spend too little time on? 
Relationships in yoip Roles? 
of value for which you have no 


Jf@§ybu ise Rotes to prioritise Goals? 
i&nyifenged or future Roles? _ ” - 
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term happiness 
f your Mission 

■age 'do it right first time' mentality 
p^We^|sociai^fental& spMtfai Seed 
ifp^ajong pSrfoi ; '$ol ution 
i|j§lSh]§3relationships 
^A/rite it down, deadline it, break into steps 
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- CredfeBalance 

- NdfWie#dy Plan on only Daily Plan 


sQuadrant I ogjlir 




• Organising "toJ 
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'asklfj Appointments ~Not§%;- Contacts 
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C or Monday List will be Friday List 
Survival List to keep head above water 
^9oPj5himisJ^ga1 morphine ticking ofNbe easy Ihlfigs 
^giii’Note 

S^eithe printed Weekly Plan - later you can use glanPlus -"Integrated 
into Outlook 

^eeJd^'Plfpliiig 20 to 30 minutes. Daily fanning 5 to 1.0 minutes . ; 

&fen-Jofc'6S°4, percent of-available tirie 

No'Piaffe meaffc gettfhg lost instead of detours 
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Spiritual 
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ation to PC is Integrity 
Mission 

Realistic time frame 
NfrBoaaJ Mirrorj fires & crisis's 



|| • Realistic expectations 

• No short sighted desires 
■"^gYoigjDwnrclear Mission / purpose 





- Revisit your Mission 

- Apply Evaluation Results 
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atter least - Goethe 

ant to a person must be as mportant to 
^®Cyb% Mission, you detect ife- Victor 


rcy 
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aejf^oraumdi* endeavou!| 80 percent of results - 
Aafftom : 2G percent of the activities •* Pareto 

not to-pridftise your schedule ^ut schedule" V 
you priorities • 

pes philosophy is pot best expressed in wOnfspit's - ^ 
expressed! n pe choices one makes. And the choices.: we 
sffi ake a^ou&respoj^sibility - Eleanor Roosevelt . ^ 

The'Main^iMg is the^keep the Main THmg^ttie^Mai^wT 

ThiSg - Stephen Covey I ~ .T 
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3. First Things First 








• Sk| ; |2]|^ic 

-v§I|ll 



t 








msum 



• VVi rif mn diSonirici 

- HQV^jeKSffi©UK 

• G| 

• m 


corn san sun 


. 




LMHaB smartest man in the world? 


ffi Vb. 

— 

F? — '• mm 


W. Interdependent 


-> m 



j 


Jeveloping self awareness 
- Ifew sed|ts 

-ipeveloping new scripts 

^ftfgrnatjv#-^po| your way or my way but 

ifcbeHSr^ay. 

A philosophy, not a technique (3 way cake) ’ 
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4. Think Win-Win 
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g^Mifure.people express theipideas & feelifigs with 
g§^courag£ iifcl consideratiorpfof tie"ideas and 
feelings of others 

Mentality . v 

335ere is plenty for everyone (lamp) 


4. Think Win-Win 
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- Believe ir 

- Disclose - 


i u ic oest for other people 

help other people understand their 
behaviour, and decisions 

^mmlSi^te^iear expectations 

ideas and-listen--wi^Egfel% 

flle afccurate^tiiiely; andTionest in cop&nicatiorp 

Treai^ people with respect and respond to others^ 
needs 

FoSus^Bffipositive^ & constructive feedbaeJTon 
improvements 
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gCStagiafe & methods - - sr* 

Consequences 

Result for achieving Win-Win or not 
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agreements & Relationships 
is the Process 

from other*view point 

issues involved f 7 jTrH 

what results would be fullyaceeptablef 
Serigly possible new options for these results ^ 
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agia^on leads to win-lose scripting 

fljpWkWa lljie^i the Thi rd 
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5. First Understand, 
then be Understood 
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mum nbuei i with your mouth (understand kid) 

ten with the object to answer 

v^h eyes and heart along with ears 

pa®and direction - fast is 
jdw and slow is fast 

IlytHblbgical air - satisfied needs don't motivate 

ComhiPlication is what others understand 

1% know, J$£ |lon't khow, 98% no idea - —r ^p| 

Optometrists can'tijiake you wear their;glasses— 
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fratog -with the deaf 

Jst€@|jrdoes the maximum fix for bad 

situations 

l^i^lloQr of reabjnderstandihg saves 10/20j/i0 
FoOrs. problem solving from not understanding rr 
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; son specifically asks for your point of view 
;ional Bank Account with other is high 

effective wfien: 

'^TSth^gplflo^ohly wants a listening eaotlg£|§j |g^ 

j^bthg^per^olrwants to explore their feeling at their 

without threat -- 

- Other person's cofflffiunication is e mo tional 




5. First Understand, 
then be Understood 



□ Non verbal body language 

□ Words we use 

■ How we say words, sounds we make 



Communication is also Seeing and Feeling 
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,= M/S/by donl Hake you to din net tonight? 


^ Wjy’dontjftake yoii to dinner tonight? 
- WlTy- don'tff-take^-ylS to dinner ton ig ht? 


Do you have a problem with me? 


Findihg a reasorf why I shouldn't take youy 
Instead of the guy you were going with. 
'Instead of going on yodfown. 

I was going to take someone else. 

Instead of lunch tomorrow. 


Not tomorrow night. 
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800 wpm - slow down 
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Jl^ etjuiyafent of 50 mflion word£ 
I<j>0O0,000SPffi^s moRei;®affwe^ 




'sTOifCuse soifiB 250,000facial signals and 
700,000 physical signals when communicating 
with one another 
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5. First Understand, 
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Esure I'm with you but... 
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□‘place high value on... 
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^Su^feeljgg now is that*. 
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i|t ybtfrself asidei^only Principle centred can. 
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5. First Understand, 
then be Understood 
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is with the eyes and the heart 
d%OS‘ most-of ^^^A/o^Mplthe one- 
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life is so singular, so unique. Who will listen 
uniqueness? 

|fca5sume fs©’’ mafee afpass' of 'ti' and We' 
^s^aid-ffeTwalls have earsr However, soMe ^arslrave 
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5. First Understand, 
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pSfieiRb^ &l 5 the Route, 6 is $e Fruit 


m&WQod pjecespolds more than twice weight 

™—__ jp. _ ~ 

is ©Nativity - sometimes scary 
-The WholeHsJigger tf an t|e suis of it's Parts 


^Verywhei'e'iB®aturesp:ears/clirection, hands/10 tiroes. 
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Synergy 


The Result 








Synergise 


Problem 

Or 

Opportunity 


Habits 4,5, & 6 

The Action 
and Process 
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jamming, exploring 
i^piTV^XQ^dte your 
Paradigm 


A Process 


lA/o^^the effort & highly 
effective 


Wif'-Lose competipoig 


Group thini£- giving 

presso^^Ssl^^j 


Accepting others! ideas ‘as 
full truth 


Only "ai Negotiating 
technique _ . 


Always easy 





































6. Synergise 


Celebrate 


6. Synergise 
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^|l#|fts^nlexpj!essionsopen -to^ 
sibilities 

arid valSe others opinions, 
gts, and perspectives as helpful when 
solutions 
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way, but a better way 

like thSpietuM^^! 
intent to understand, not reply 

I see it vs. you are wrong 

w'you feel "aHfoutand see the situation 


-'Cbmmon^pbaIstrelps, ofiisee Values 

EHirnility- since you only have youp owi?f experienced 
^ g^illf ufiderstaha tjfb gifts that othersiiave fo^you; it. 

took them a lifetime of understanding and it is given to 
_: : you free, • 





romise) 


Defensive (Win^Lose or Lose-Win) 


Low 


Cooperation 


High 





Creative 



• ForcsjlFiBl^ 



Restraining Forces 
(cultural, emotional) 


Driving Forces 
(economic, logic) 
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ip&ewillifi||tQ fijjiiaviation that \& 
IlSwlat each of jf s propose?' 


gTC6 F ofie makes their point until that person 
Repeated the others point to the others 
satisfaction 




6. Synergise 
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6. Synergise 
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long term resufts^-^ 

y'Harnan Problem can be solved with 
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l^^jpe^lifelrtes, inonL^if^hel 

(Habit 6) 

^l?gy ground rules to discover the 
Alternative 







6. Synergise 
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rO^bt^ethe world as it is, I see is as I 


Me ^nemy of the |est is the good - 
ti n known 




6. Synergise 




7. Sharpen the Saw 



cumulative 
massive change 
lete (woodcutter) 

- Personal, Interpersonal, 
Spglrill, & Organisational 

55oflW)ff$^Tiprovement 
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7. Sharpen the Saw 
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Mental growth 
Spfrfciaf, contribution 






WfePnrneiifeduces life quality 
Ihtel;rajon 'critical mass' = Fire Within 







dI influences other areas 

- fruit, vegetables, cereals 

itferdihfjte^&ste fojglutlition 

management 


SEystress vs. Distress b Dr. Hans Selye 

- Sleep & rest 
^Reguiaf^health check ups 

- Habits & lifestyles for long term heal® 
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read - 12 books a year 

sions have a Vi life for 4 years 


. juzzKssf play merital.games;meMal ftofbres 
:ontinuous education 
V&rite prose^poetry, music 
Igjgpffect q uojations _ 

- Keep a journal 

- Listen to music 

Beware -of TV - , cajf be an open sewer into your home 
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lips, see old friends 
creative service 

■ feohpjlps in co|$tantpevllopm^l-& repair 
ifferences and look for synergies 
a^fioliday oEcelebiate a festival 
Ip^adi^rnily m^M|pn a date 
Wrifjl letters tojfamily & friends 
pg#rs^ain*-everywhere in nature 
KeyJto 99 is the one 








- PffiiSlifa book 


•=~?og®r & meditation 
-Cultivate a id^rivate life 
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p"®a Synergisesfe 3 betSr a| 


jfriptMg others (IQ kids) 

gylfiSrPrice, the Dividends are 

Marvellous 
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ie you may slide down a bit 
ge* j&mps'yytth lharadfgm Shifts 
^arnvaommit, an| do 




;s core helps deal with change 
be source of 

- sense of worth 
- source of direction 

J^fisdom perspective in |fe • -f-4 

ppbwef - ^patity to act _ - 
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Power 
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Enemy 


Friend 
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7. Sharpen the Saw 
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gglgjip pithiwe Goals-for renewal in the 
f§pS,^ftnfel'Spiritual, and Emotional 
imenslons 
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n to labour diligently for the 
:he masses - Dag Hammarskjold 

as not followed a straight, ascending 
IpfaJ with rhythms of progress and 
Klgfce^ion, -of evolution and issopation - 
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o J<noW;Something and notrtoao it, is really not 
to-fenownt - Stevehr Covey IH 
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- Write a Mission 
ifCTUsa poifabfftool 

- Win-Win 

- Listed to others 


1 hr daily renewal 




